DIVISION OF PURCHASE & PROPERTY
CONTRACT COMPLIANCE & AUDIT UNIT

STATE CONTRACT MANAGER TRAINING
COURSE
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I. PURPOSE

Pursuant to Circular Letter titled State Contract Manager, the Director of the Division of Purchase and
Property is requiring all State Contract Managers to have formal contract management training in State
procurement law, policy, procedure, and efficient and effective procurement practices by completing an
online training course.

Il. BACKGROUND

The State Contract Manager training is administered and managed by the Department of Treasury,
Division of Purchase and Property, Contract Compliance & Audit Unit. The course appears on the
myNewJersey Portal under the HRDI, eLearning link.

The course will take approximately two to three hours to complete. At the end of the course material, a
multiple choice examination will be administered. All State Contract Managers will be required to pass
this examination to successfully complete the training.

I11. PROCEDURE

1. To request the online course for State Contract Manager Training, send your request to the
e-mail address below:

scm.support@treas.state.nj.us

2. The following items are required in order to log on to the myNewJersey Portal and HRDI
eLearning website:

a.LogOnID

b. Password
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1. When the course is assigned, you will receive the following email. Click on the link
‘NJ trainer’ referenced in the email below.

Ic!:l_ g 2L ?@ u}} @ ! Q '3 >< ‘B = FW: Course Registration - Message (Plain Text) - ax
A IMessage Insert Options Farmat Text @
iy i issi
& Cut |A‘ ﬁ @ Q @ ﬂ |2r Y L4 permission - w
_j 53 Copy ‘ ¥ HighImportance
Paste |B I U”é'y A || Address Check || Attach Attach Business Calendar Signature Follow spelling
- # Format Painter = Book Names File Hem Card~ - + | B LowImportance -
Clipboard (F] Easic Text Names Include Options s || Proofing
Subject: IFW: Course Registration
iz
| r
————— Original Message-----
From: Learning System Administrator (Do not reply) [mailto:noreply@sumtotalsystems.com]
Sent: Tuesday, November 15, 2811 2:15 PM
To: XKXKX
Subject: Course Registration
The course registration for the learner identified below has changed.
If you need assistance, go to http://www.njtrainer.com and click on LMS Assistance Menu on the left navigation bar for a
menu of options.
If you are the Supervisor: You have received this email notification because an action has occurred in the HRDI e- =
Learning system that affects an employee that you supervise.
Status: Assigned
Learner Mame: JOOGKX XXXXX  (X0OCXXXXXXX )
Course Name: Contract Management (for Treasury)
Course Type: Online Course
-

dystartl | & & K ~ & | [+ nbox-Mcrosoft outlack | ) SESsIoNL - EXTRAIE En...“,ﬁij: Course Registrati...
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2. Click on the LMS Assistance Menu located on the left side of the screen.

/2 H - NJ TRAINER - Windows Internet Explorer = |E|_>g
PN D . R R
(SAS D |g https:{{treasuryapps.state.nj.us{HRDI} :] B ! fz | | X ‘ |Lp,-e search | £l

File Edit View Favorites Tools Help

% @ @HRDI- NI TRAINER | I - B v |::bPage v () Tools ~

a
L) ° NJHOME | CTIZEN | BUSINESS | GOVERNMENT | SERVICESA-Z | DEPARTMENTS U
S -2 |
. -
Human Resource
Development Institute
e e
CHRIS CHRISTIE, GOVERNOR
KIM GUADAGNO, LT. GOVERNOR
ANDREW . , STATE 2 4
# HRDI eLearning
. WHAT'S NEW IN HRDI B Wednesday, November 16, 2011
LMS Assistance Menu
New Jersey’s Certified Public Manager Training Program is
Bron RDI Catal currently under review and therefore temporarily suspended to
» Browse H atalog new members or members looking to complete levels 4-6.
View/Download HRDI Catalog Please check back for future updates.
INFORMATION EOR STUDENTS * HRDI's new online courses are now available! Please click
A here for more information! [ PDF ] Val'ab,e
. Certified Public Manager ﬂ]@ M:XWH
Pretam < If you need technical assistance with an LMS-related issue,
= dg - o please call 1-866-776-5128 or email
A AR snjelearning@sumtotalsystems.com -
St - & 5 ik Here Forore Informatio!
Al sl Our website is currently under construction...HRDI is now part of
- Contract Course Request the New Jersey Department of the Treasury, Office of Workforce
e 8 Initiatives and Development.
Continuing Education
All students, adjuncts, and visitors must present a valid picture
INFORMATION FOR INSTRUCTORS ID and sign in at the security desk to gain entrance to the New
S Handhook Jersey Training & Conference Center in Trenton.
» Payment Voucher » more news
Training
helps you =

l ' T @ et [Hwh -
Aistart| | @ (& (= (v (v @ | [ sentlems-micr... | 8 sessiont -exTR... |[ & HROI- NI TRAL.. | SCMtrainingraw ... | 8] sch traningraw ... | [ 2 @ B 2:42pm
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3. Next, log on to the myNewlersey Portal to access the HRDI eLearning website by clicking on the
words ‘click here’ as shown below.

- LMS - Assistance Menu for HRDI eLearning - Windows Internet Explorer

i ttps: fftreasuryapps.state.nj.us/HRDI{docs/LMS{LMSHelpMenu. htm x| =4 |7 Live Searc
)+ [elrepsn JHRDIdocs/LMS/LMSHelpMerv o)X h
File Edit View Favorites Tools Help
4 »
W dhe & HRDI - LMS - Assistance Menu for HRDI eLearning | I - - = v :bPage v () Tools v

-

lecmzﬂllﬂlmlmlMA-Zlmml u

Human Resource
Development Institute

CHRIS CHRISTIE, GOVERNOR
KIM GUADAGNO, LT. GOVERNOR
ANDREW P. " STATE

HOME | ABOUTHRDI | TRAININGPROGRAMS | SERVICES | FAQ | STEDIRECTORY | CONTACTS | LOCATIONS/ DIRECTIONS | TEXT ONLY

ASSISEANCERENT Assistance Menu for HRDI eLearning

Home
25 8,

o How do I...?
HRDD: .
———— Access the LMS
Find My Required Learning
Launch an enline course

€-Learming Sohitions e
L]
® Print a certificate
-
-
Ll

Log on to HRDI eLearning
Access my transcript

Request a waiver (If I already completed the course)
Frequently asked questions (PDF)

If you experience difficulty navigating the LMS please contact the SumTotal User Help
Desk at 1-866-776-5128 or snjelearning@geolearning.com.

If you have difficulty accessing the NJ.GOV portal, please contact:
NJeLearning.ApplicationAccess@treas.state.nj.us.

To log on the myNewJlersey Portal and access HRDI eLearning, click here.

=
I [T (@ termet [®i0% -
Ustartl | @ @ (& [ [~ @ | Inbox-Microsoft .. | | ScMfile- Messag... | ] sc training raw .. | 1 Course Registrati... |[ 72 HROI- LM - s... [~ ¥8 @ BRI} 10:31 am
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4. Enter your Log On ID and Password and click Log On.

/= Log On To myNewlersey - Windows Internet Explorer

_&lx
ey I@, https:;’,l’portalDl.state.nj.us,l’http:HportaIZD.sa.state.nj.us:8DBD,I’amserverJ‘UI,l’Login?gw=portal01.state.nj.us&ampjam;j ﬂ )| ILive Search Pl
File Edit View Favorites Tools Help
g ke (€ Log On To myewlersey | | My B - od=h - shPage v (FTooks v+
/7l newjersey

=

MNew Jersey Home Page

Log On to My New Jersey
Log On ID: ||
Password: |

Log On

Forgot your logon ID?
Forgot your password?
Sign Up to Become 3 Member

Help

|Done

El

[ [ | |6 meemet [#100 - 4

Start ) [fw) ([ ~ Inbox - Microsoft ... | =] SCM file - Messag... SCM training raw ... | -] Course Registrati... || & Log On To myNe... |~ ) g 10031 AM
Bser| | BB EE O | | | [Erogontomyne.. [ OB
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5. Click on HRDI eLearning located on the left side of the screen.

/= State of New Jersey - Windows Internet Explorer 18|
@1‘;{ - |g, https:ffportal0l .stake.nj.usfhttp: [fportal20.sa. state nj.us: 8080 portalfdt

File Edit ‘iew Favorites Tools Help

| X IleeSearch P~

32? bt @State of New Jersey | | @ - E - @; - Iﬁvpage - @Tools - 7
<=7 =T e POWETDal JSCROOL TOT
7 £ Wednesday, 11/16/2011 ;I
% 46 million

The Mega Millions Jackpat for
Friday, 11/18/2011

Click the button below to access $ 40 million

pensions and benefits infarmation: Pick 6 Lotto Jackpot for

Thursda_y_, 11/17/2011
MBOS and EPIC | 2.2 million

Jersey Cash 5 Jackpot for
Wednesday, 11/16/2011

% 370,000

Treasury Links %]

Office of Workforce Initiatives and

Development
HRDI elLearning
OMB Applications =
Office of Management and
Budget

Emplovee Self Service - M

8% -
“% _User Guide [240k pdf

Premier E-Business Services | X]

If you own a business or represent one
in dealings with Mew Jersey state
govemment,

Sign up for Premier E-Business
Serices

=
| [T [ [ [ [émteme: [0 - 4
l!fStartl J @ @ [ v [~ & J [ Inbox - Microsoft ... | .| SCM file - Messag. .. | B8] SCM training raw .. | | Course Reqgistrati... " (€ state of New Je... ||l\\_, "o R 10132 AM
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6. Click on Learning and Metrics

Maestro 5.0 - Windows Internet Explorer

_&lx
1| % ILiveSearch Pelips

ey~ I@, https:ffam1l.gealearning. comfgeonexthrdislearningfmyhamme. geo?nay=MyHarme

File Edit ‘ew Fawvorites Tools Help

= - e
o £ Maestro 5.0 | | 3~ Bl - = v b Page v (0F Tools v
My Home I Search m
i Organizer Learning and Metrics Resource Center Settings and End-user Tutorial
P R v and mana 0 IManage your enline and iew your onling resources % Preferences Launch the tutorial
ingtructor-led courses, here. " Manage your user profile, -
learning plan, and student roles, shortcuts, and Universal Search
transcripts. personal preferences. Search Courses, Classes
and Online Resources.

Organizer Home
=
r

4 System Announcements

Organizer Home

Organizer Home

“Your organizer allows you to keep tabs on system notices, training and system eventz, and perzonal notes

Treasury Mandatory Training

Digcrimination Pelicy Training

\Welcome Treasury Online Leamers to the State of New Jersey Leamning Management System (LMS). All employees of The Department
of the Treasury and affiliated agencies are required to complete a mandatory training program covering Discrimination in the Workplace

To comply. click the Learning and Metrics TAB above. Then click the link under My Plan entitled TY-Treasury Policy Learning
Plan: NJ POLICY PROHIBITING DISCRIMINATION IN THE WORKPLACE. ..
completed. The first component is the viewing and reading of the State policy (remember to hit the Acknowledge button at the end)

You will have the option to print out the policy as well. The second component is the course training
by Movember, 2011

Both components of this learning plan must be
Both must be completed

HRDI Online Courses Available Now!
2L,

HRDID:

&-Learning Solutions

HRDI is pleased to announce the availability of MindLeaders Online Courses!
Three options to choose from:

1. HRDI Business Skills & Desktop Online Catalog Subscription {View Catalog Details)
600+ online courses focused on sharpening professional skills.

,7 ,* ,* ,7 ,7 ,@ r Internet | Ho0% - ]

ttjstartlj @@ &~ G |~ mbox-miao... | scmfie-me... | 5 scmraining ... | I course Regs... [[@ Maestro 5.0.. QSESSIONl-E...l v DB 1041 am
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7. Click on Contract Management (for Treasury) in the My Required Learning box.

Maestro 5.0 dows Internet Explorer 8] x|
1| % ILive Search 2=

- I@, https:ffgm1l.geolearning. comjgeonesxt/hrdielearning/trainingandmetricsharme .geo?nav=TrainingandMetrics

File Edit ‘ew Fawvorites Tools Help

o £ Maestro 5.0 | | oy - B - o= v hPage  (0iToos »

HIRDID: r

e-L earning Solutions

A Organizer '-3 =t i Rescource Center Settings and End-user Tutorial
Review and manage your E: 0 C View your online resources % Preferences Launch the tutorial
learning, events, and here. " Manage your user profil,
messages. roles, shortcuts, and Universal Search

personal preferences. Search Courses, Classes
and Online Resources.

Learning and Metrics Home

Learning and

Metrics Home Learning and Metrics Home

Here you can take and register for enline courses and instructor-led courses, as well as view your progress against your personal learning plan.
You can also view your student transcripts and certificates for completed courses.
My Required
Learning

= My Required Learning = My Elective Learning Byl Instructor-l ed Training Fvents

Contract Management (for Treasury)
My Elective State Contract Manager Training
Learning

Ewvent listing for the next 14 days

£ My Plan

Showing latest 0 records

My VWaiver
Requests

[ | L8 |6 meernet [# 100 - 4
o start| | € e [fw) [ ~ Inbox - Micro... | -] SCMFile - Me... | & 5CM training ... | -] Course Regis... || & Maestro 5.0... SESSIONL - E...| |~ W8 @) g 1041 &M
N L IS L~ W
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8. Click the activity name Contract Management (for Treasury) in OLT Lessons to begin the State
Contract Manager Training.

aestro 5.0 - Windows Internet Explorer

=12 x]
@?; - |g, https:fam1.geolearning, com/geonextihrdiglearning/ cour sesummary, CourseCatalog.geo?id=22505411520 j ﬂ || X% ILiva Search P
File  Edit  Wiew

Favarites

Tools  Help

12? dhr & | Maestro 5.0

- B - oo - Page + () Tools - »

learning plan, and student

tran

roles, shortcuts, and
personal preferences.

Universal Search -]
Search Courses, Classes

and Online Resources

Learning and
Metrics Home

My Required
Learning

2)

My Elective
Learning

0
g [
;EE

My Viaiver
Requests

E

Calendar

My Transcript

Course Catalog: OLT Activities

[ Course: Contract Management (for Treasury)

# Close Record

OLT Activities | | Details

||ﬁ Submit Waiver Request

Progress: Not Attempted Required: Yes Subscription Term Expiration: MN/A

Description:

State Contract Manager Training

Tolaunch a learning activity, click the activity name below

OLT Lessons

Activity Name A Progress

‘Soore|

Time Taken Attempts

Mot Attempted

Contract Management (for Treasury)

To go back, click Close Record

tl_'jstartl | @@ & ¥ ~ @ | nbox-mcrosofe ... | 31 Re: nIsEAFYLL-
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